| 


a 


VOLUME XXXVI, NUMBERS 1-12 


AlM’s 1975 Index of Articles 


A classified guide to all major features 


As A SERVICE to our many subscribers who keep back issues of A/M for ref- 


and other selected items published this year 


erence, and as an aid to librarians, we publish this detailed index of features 
for 1975. It lists all major articles published this year, as well as selected smaller 
items from regular columns such as “Personnel Problem Clinic” and the like. 
Some A/M features are available as reprints (see Reader Service Card); all are 
available as photocopies. In addition, individual issues as well as annual volumes 
of Administrative Management are available in microform through University 
Microfilms, 300 N. Zeeb Rd., Ann Arbor, Mich. 48103. A/M indices for pre- 
vious years through 1965 are also available at prevailing photocopy rates from 


our Reprint Department. 


Data Processing 
Administration 


A First Appraisal Of The Need For Data 
Bank Privacy Protection—It’s also the first 
month the 1974 Federal Privacy Act is in 
effect; by Belden Menkus, contributing editor 
(EDPerspective, Oct., p. 78). 

Adequate Systems Documentation is Essen- 

tial For Management Contro!—Tips ; by Belden 
— ee editor (EDPerspective, 
May, 74). 
Clarifying The DP Job Structure Involves 
More Than What Meets The Eye—A growing 
EDP department must have the same kind 
of logical structure as the rest of a firm; by 
Belden — contributing editor (EDPer- 
spective, Dec., p. 72). 

Cooperation From Within, A Key To Effec- 
tive Computer Use—-Share communication and 
responsibility ; by — Menkus, contributing 
editor (July, p. 69). 

Data Center Managers Should Prepare For 
The Inevitable Switch To Metric—It will sim- 
plify the center as well as create problems: by 
Belden — s —— editor (EDPer- 
spective, Feb., 

EDP Auditors Should Be Both Watchdogs And 
Devils Advocate—If they are to guarantee the 
quality and integrity of the company’s soft- 
ware product; by F. A. Schlegel, president, 
Management and Computer Services, Valley 
Forge, Pa. (Quote, Sept., p. 84). 

Fixed Asset Accounting Software Tells 
Where You Are And What You Have—by Bel- 
den Menkus, omnia’ editor (EDPerspec- 
tive, Aug., p. 67). 

For EDP Sparations, Tough New Strategies— 
(Jan., p. 24). 

Four Ways You Can Offset Sviralling EDP 
Costs—by Belden a contributing editor 
(EDPerspective, Jan., 73). 

Going The Direct Mail Route? Good Soft- 
ware May Be The Best Way Out—Basic in- 
formation; by Belden oom agony contributing 
editor ( EDPerspective, March, 91). 

P Opportunities Can Be Missed When 
You're pistnenee With Techrology—Like 
equipment, personnel, and systems design 
problems; by Belden Menkus, -atributing 
editor (EDPerspective, Nov., p. 70). 

How To Check On Data Operations Without 
Getting Snowed—aAsk business questions about 
the computer area; by Benjamin A. Bossin, 
Boston CPA (Aug., p p. 24). 

Managing Data Costs: Dealing With New 
Priorities—What they are with suggestions on 
how to deal with them; by Paul H. Morris, 
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assistant director for systems planning, ICI 
United States Inc., Wilmington, Del. (Oct., 
p. 56). 

Management Can Help Make DP More Of 
An Insider In The Company—by Belden 
Menkus, contributing editor (EDPerspective, 
April, p. 86). 

Mini Helps Reduce Health Care Costs— 
‘Modest computer’ enables Family Health to 
keep track of 60,000 insurance records; by 
Thomas McCabe, manager, Family Health 
Programs, Long Beach, Calif. (System of 
the Month, May, p. 30). 

Minis Put Computer Power Out With The 
User—And plug in management too, at 
home base of multi-store chain (System of 
the Month, April, p. 72). 

What Data Cost To Process—Getting a hold 
on what you pay per item of information; by 
_ Menkus, contributing editor (June, p. 


7? Who Should Be The Systems Manager Of The 
DP Operation—Questions that should first be 
asked ; by Belden Menkus, contributing editor, 
(EDPerspective, Sept., p. 78). 


Editorials 


City Government Making Greater Use Of 
Automated Office Equipment—Another trend 
(Editorial, April, p. 23). 

Changing To Metric Needn't Be All That 
Drastic—The U.S. is the only industrial na- 
tion not changing over (Editorial, May, p. 


Improved Productivity; Everyone Wants It, 
But On His Own Terms—An AMA study (Edi- 
torial, July, p. 19). 

In A Bia Way Now, Offices Are Starting To 
Conserve Energv—Energy consciousness has be- 
agg a business requisite (Editorial, April, 
p. 23 

Management Enters An Age Of Multiple 
Uncertainties—As life changes, so must the 
pattern of management decision making, with 
suggestions on how = can best be achieved 
(Editorial, Jan., p. 19). 

Management ‘Salaries. Climb. But Not As 
Fast As The Cost Of Living—Highlights from 
AMS salary survey (Editorial, March, p. 19). 

Management Through Good Human Relations 
—As It Was, As It Is—We still have a long 
way to go in tapping the productive potential 
of workers (Editorial, June, p. 19). 

Management Neglects To Plan For Cutbacks 
For Hiring Under Affirmative Action—Econom- 
ics often force those hired last to be fired 
first (Editorial, Aug., p. 23). 


Microfilm Moving Full Force Into The Infor- 
mation Stream—Management ~ recognizing 
its savings (Editorial, Aug., p. 23). 

Nominations Are Open For The 1975 ‘Office 

The Year'—The start of another era (Ed- 
itorial, Feb., p. 19). 

Office Industry Forecast: You'll Be Spend- 
ing More Because It Saves You More—Office 
industry reports suggest the stirring of some- 
thing deep and powerful and extremely bull- 
ish (Editorial, July, p. 19). 

1,000 Pension Plans Get Government Aid 
Under New Reform Law—Employee Retire- 
ment Income Security Act (ERISA) and Pen- 
sion Benefit Guarantee Corp. (PBGC), (Edi- 
torial, Oct., p. 19). 

Pension-Reform Law: The Papers Arrive, 
The Deadlines Approach—Description of new 
law (Editorial, June, p. 19). 

Programs To Curb Employee Alcoholism 
Show Marked Increase—Summary of survey 
results (Editorial, Sept., p. 19). 

R i ni ti No Apparent Draw- 
backs To Improving The OMice— Reports from 
the outside (Editorial, Jan., p. 19). 

The Changing Office—More Than Just Anoth- 
er Pretty Place—‘“Offices of the Year” awards 
(Editorial, Feb., p. 19). 

The One Unfailing Management Theory Is 
Common Sense—Especially in these times of 
economic stress (Editorial, March, p. 19). 

The Pollsters Are Asking About You—Need 
for credible public relations programs for 
business (Editorial, Oct., p. 19). 

The Way We lake Some Improvements 
Could Use Some Improvement—Consider the 
—- can (Editorial, Sept., p. 19). 

upourmaes And Forms Seem Likely To Re- 
sist Early Metric Conversion—They are built 
for standard spacing (Editorial, May, p. 23). 

Washington Notebook: Foreboding Themes 
and Striking Contrasts—Reflections on a visit 
with the President (Editorial, Dec., p. 19). 


Financial Management 


Accounting Methods Must Change With The 
Economy—You can’t simply raise prices to 
combat inflation; by Curtis W. Symonds, pres- 
ident, Financial Control — Bar Har- 
bor, Me. (Quote, April, p. 

Digit Check Helps ied Biiling—Point of 
sale data terminals and high speed printers 
are helping Black and Decker; by Andrew 
Jackson, Black and Decker, Towson, Md. (Sys- 
tem of the Month, Sept., p. 60). 

Emp'oyee Stock Ownership Trusts Are Good 
Incentives—Help to raise capital, and gives 
employees a vested interest; by John O. Todd, 
president, John O. Todd Organization, Evan- 
ston, Ill. (Quote, Dec., cS 

How Firms Keep Emp byes. Discounts From 
Getting Out of Hand—yYet price breaks foster 
extra measures of good will when pocket- 
books strain; by Joan Zaffarano, managing 
editor (Feb., p. 30). 

“How Five Managers Allocate Their Data 
Budgets—Practical Information (Feb., p. 27). 

How To Cut Office Costs Through An Energy 
Audit—Index enables managers to figure means 
for energy savings; by, Rick Minicucci, assist- 
ant editor (Nov., p. 20). 

Inflation And Cost Control—How the office 
administrator can cope with the double crunch 
of rising costs along with declining sales vol- 
ume: by C. M. Merz, associate professor of 
accounting, Boise State University, and teach- 
ing associate, Schrello Associates, Long Beach, 
Calif. (Jan., p. 20). 
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Leverage Leasing May Help To Solve Cap- 
ital Shortage—At least by corporations, and 
why; by Peter S. Redfield, president, Itel 


Corp., San Francisco (Quote, May, p. 80). 

Where Administrators Put Their information 
Dollars—An overview; by John Falzon, vice- 
president, Metropolitan Life Insurance Co. 
(Feb., p. 26). 


Managerial Overview 


A Manager's Guide To Picking Managers— 
And once you have a viable candidate, have 
a tryout first; by W. Lewis Robinson, vice- 
president, ICS, Scranton, Pa, (Finding Fu- 
ture Managers, Oct., p. 45). 

Ahead: Coordinative M + gges- 
tions about information handling —— and 
ways in which they can be integrated into a 
unified network; by Paul D. Doebler, con- 
sultant (Jan., p. 25). 

But O' How the Peanuts Mount Up!—Many 
administrators regard unemployment insur- 
ance payments as peanuts; by Philip Kaplan, 
chairman, Re Roberts Reese, Inc., 
Garden City, N.Y. (May, p. 24). 

Complying With ERISA Without Getting 
Fined Or Going To Jail]—Employee Income Se- 
curity Act, prosecution under the 1974 law 
must prove willful violation; by William I. 
Buppert, vice-president, Fred James & Com- 
pany, Arlington, Va., (Sept., p. 21). 

Computer Privacy Will Face Its Biggest 
Test Under A National Health Plan—Managers 
must build safeguards into computer systems 
and more; by Robert P. Henderson, vice- 
president, North American Computer Oper- 
ations, Honeywell Inc., (Quote, Jan., p. 76). 

Corporate Spies' Methods, Not Their Mo- 


tives, Are Key To ge— Under- 
stand the methodology; by ‘Jan R. Reber, 
president, Security Perception Unlimited, 
Southport, Conn. (Quote, July, p. 72). 


Creativi Shoulda’ + Be The Prerogative Of 
The Executive Suite—Let secretaries expand 
their horizons ; by Phyllis Peck, office manage- 
ment consultant, Clinton, Iowa (Quote, Oct., 


p. 84). 
Design Symposium A Hit—Two day program 
was co-sponsored by A/M and IBD (Feb., 


p. 70). 

Don't Just Tell Managers They Must 'Com- 
municate'—Train them how to get ideas across 
to technical personnel; by Fred G. Harold, 
director of technical support staff, Steven L. 
Mandell, associate director of EDP training, 
and Cezarina A. Palting, director of com- 
puter specialists training; ADP Traning Cen- 
ter, Bureau of Training, U.S. Civil Service 
Commission, Washington D.C. (Feb., p. 48). 

Everyone Points A Finger But Few Know 
Where Energy Consumption Really Stands— 
Have you conducted an energy audit? by 
Roger Sant, assistant administrator, Energy 
Conservation and Environment, Federal En- 
ergy Administration, Washington, D.C. (Quote, 
July, p. 72). 

4 Former Managers Tell What It's Like To 
Retire—It’s not a life of leisvre but a life of 
doing what they choose (April, p. 26). 

Games Managers Play—Role playing helps 
administrators hash out problems and build 
leaders; by Joan Zaffarano, managing editor 
(July, p. 24). 

He Believes in the American Dream—It 
works, an example of one administrative man- 
ager and his employees (Sept., p. 24). 

How Good Are Assessment Centers?—New 


evaluation process claims fewer mistakes 
(Finding Future Managers, Oct., p. 51). 
How to Chart Long Range Projects—A re- 


fresher course in techniques of plotting prog- 
ress to help you see where you are going 
and where you have been; by Norman H. 
Wright, Jr., engineering staff administrator 
(Feb., p. 46). 

It's Bes To Discuss the Sad State of 
Corporate Morality—Businessmen should react 
to attitudes, not environment; by Fred 
Allen, president and chairman of the board, 
Pitney Bowes Corp., Stamford, Conn. (Quote, 
Dec., p. 76). 

Low Level Managers Feel More Pressure To 
Compromise Ethics Than Those On Top—Say 
65 percent of those surveyed; by Archie B. 
Carroll, associate professor of management, 
Univ. of Georgia (Quote, Sept., p. 91). 

Management Theory Is Just So Much Theory 
—And the age to consistent improvement 
is Don Cook, management spe- 
cialist, ida’ Rock, Ark, (Quote, Oct., p. 84). 

Managing in the Real World—Trends and 
forecasts for 1975 (Jan., p. 20). 

Observable Hustle Rules Flout Recent Knowl- 
edge Of Human Behavior—Too much manage- 
ment in parts of ge gee oy by Dal- 
ton E. McFarland, professor, School of Busi- 
ness, Univ. of Alabama (Quote, May, p. 80). 


DECEMBER 1975 


Office Contracts: Who's Responsible for 
What—Three authorities tell what to look 
for and how to spell it out (May, p. 27). 

People, Not Computers, Threaten Privocy— 
And, the key to privacy is willingness of 
people to respect others; by Henry Goldberg, 
Verner, Liipfert, Bernhard, and McPherson, 
Washington, D.C. (Quote ANE p. 72). 

Relocation: A Moving ence—How one 
company moved cross thor oy painlessly; by 
may Kuesel, Johns-Manville Corp., (Oct., 


31). 

» ite and Management: Where Do We Go 
From Here?—Examination of the social re- 
sponsibility of corporations; by Dik Warren 
Twedt, nee = Missouri marketing profes- 
sor (Jan., 22). 

Stock Options Still Appeal To Top Manage- 
ment As Executive Incentives—And will prob- 
ably continue to do so; by Kenneth E. Foster, 
manager of compensation, Xerox Corp. (Quote, 
Jan., p. 76). 

Stress Results, Not Behavior; Giving Em- 
ployees Equality Is Key To Successful Deman- 
agement—Otherwise it’s dehumanizing and in- 
efficient ; 7 Richard Cornuelle, author (Quote, 
Nov., p. 76). 

Today's Job Descriptions Are Basically Bene- 
ficial But Watch The Pitfalls—A list; by 
James S. Cross, corporate manager, MIS Ed- 
ucation and Personnel, Southfield, Mich. 
(Quote, Oct., p. 84). 

What's Happening to the Administrative 
Manager's Job  Description?—For starters, 
duties have shifted and responsibilities have 
—— 2 Rick Minicucci, assistant editor 
(March, 20). 

What's. “Involved in Preparing Camera- 
Ready Art—Managers can save repro dollars 
by learning the techniques of pre-press op- 
erations (March, p. 74). 

What It's Like To Be An Ombudsman—To 
work at keeping both employees and their 
corporate superiors happy; by David Kramar- 
sky, assistant editor (Nov., p. 28). 

What You Can and Cannot Do With The 
Names In Your Files—A guide to help admin- 
istrators find their way through new privacy 
regulations; by David Kramarsky, assistant 
editor (Dec., p. 20). 

White-collar organizing: Are You Prepared? 
—An executive trying to maintain non-union 
status must adopt an aggressive policy; by 
John W. Kopnick, senior personnel consultant, 
~—— Services Inc., Chicago (Quote, Dec., 
p. 76). 


Office Environment 
(Office design, furnishings, maintenance) 


A Money Place, A People Place—The Fed- 
eral Reserve Bank of Minneapolis; a building 
= two parts (Office of the Year, March, p. 

a: 
A Renovation Breaks With Tradition—Open 
plan design completely transforms old GE 
offices (Office of the Year; June, p. 76). 

An Office Bicentennial—A look back to the 
way offices — when our nation was 
founded (July, p. 43). 

Choice Administrative Center Is High- 
Powered Service Hub—New headquarters of 
Commonwealth Gas Company is an asset to 
the community (Office of the Year, March, p. 


25). 

Color Gives that Extra Dimension—Katz 
and Besthoff headquarters exude environ- 
mental quality (Office of the Year, July, p. 
41 


a 

Entry Control Systems: The Automated 
Doormen—Keys, ecards, or codes trigger de- 
vices to permit — 4 Jessica Sinha, as- 
sistant editor (April, p. 28). 

Floors and Ceilings For the Flexible Office 
—Modularity above and below meets today’s 
changing light and power needs; by Jessica 
Sinha, assistant editor (June, p. 25). 

Media for Management Message—Audio 
visual systems, between the paneling of cor- 
porate meeting rooms open up communica- 
tion; ne Jessica Sinha, assistant editor 
(Aug, p. 48). 

Multiple Occupancy Compounds Office Fire 
Hazard—Keep aware; by James C. Robertson, 
fire marshall, State of Maryland (Quote, 
July, p. 72). 

Now Is The Best Time To Buy New Office 
Furnishings—Economic conditions and more 
are likely to push up prices; by Frank Dal- 
tion, vice-president, Alma Desk Company, High 
Point, N.C. (Quote, April, p. 92). 

Powering Up From the Ceiling Down—Over- 
head electricity comes down the pole; new 
systems provide economy and mobility ; by 
Jessica Sinha, assistant editor (Sept., p. 23). 

Purpose at Peace with Decor—E and E In- 
surance puts premium on practicality in de- 


signing headquarters (Office of the Year, 
May, p. 56). 

Sign On! Graphic Systems Also Provide 
Colorful Room and Desk Labels—At First and 
Merchants Bank of Richmond, named confer- 
ence oe have a personality of their own 
(Sept., p. 46). : 

The Design Is Total at this ‘Office of the 
Year'—Montgomery ae 's new Chicago head- 
quarters (Feb., p. 21). 

‘Towering Inferno'-How Real a Threat?— 
Recent high rise fires in office buildings 
spark controversy and prompt safety checks; 
by Joan Zaffarano, managing editor (April, 


p. 25). 

What Makes a Workstation Work—A report 
on trends and offerings in the world wai" mod- 
ular office furniture systems (Dec., p. 22). 

Where the Little Things Add Up—Blue 
Cross/Blue Shield of Colorado achieves over- 
all efficiency by attention to details (Office of 
the Year, April, p. 58). 


Office Equipment 


(See also Data Processing, Office Environment, 
Systems Improvement, Telecommunications and 
Word Processing) 


Machine, Supplies, Furniture 


Addresser-Printers: They Do a Lot More— 
Useful for a variety of office functions; by 
David Kramarsky, assistant editor (Tools of 
Administration, Oct., p, 22). 

Automated Typewriters: New Power for WP 
—Memories, faster printers, and extended com- 
munication are key features in ’75; by Rick 
Minicucci, assistant editor (Tools of Admin- 
istration, July, p. 26). 

Calculators ‘75: Many New Kinds, Many 
New Features—Additional memories, better 
printing capabilities, the trend to more for 
less continues; by Rick Minicucci, assistant 
editor (Feb., p. 36). 

Copiers "76: Managers Gain in Pricing Up- 
sets—Major new equipment, industry pricing 
regulations, the growth of direct purchase 
and third-party leasing, and a comprehensive 
chart highlight this annual feature; by Rich- 
ard E. Hanson (Tools of Administration, Dec., 


. 35). 

Design It Right—An illustrated critique of 
business forms; by Clair L. Kuppenbender, 
C.A.M., administrative — Advanced 
Bureau. Systems (Jan., p. 

Graphic Systems for the * Oftice—Many op- 
erate as easily as a typewriter or copier; by 
Joan Zaffarano, managing editor (Tools of 
Administration, Sept., p. 28). 

More User Freedom in New Dictation Units 
—Desktops, portables, and central systems in- 
teract ; sna” mug Minicucci, assistant editor 
(Jan., p. 

New Site ebheee They're In a Class By 
Themselves—Yesterday’s innovations have be- 
come standard today; by Rick Minicucci, as- 
sistant editor (Sept., p. 52). 

New Personne! Records System Tops People 
Resources More Effectively—At General Foods, 
new system is due to an enlightened manage- 
ment (July, p. 45). 

Office Equipment News—Monthly new prod- 
ucts section; (Jan., p. 61), (Feb., p. 61), 
(March, p. 79), (April, p. 77), (May, p. 65), 
(June, p. 69), (July, p. 57), (Aug., p. 57), 
(Sept., p. 69), (Oct., p. 69), (Nov., p. 61), 
(Dec., p. 59). 

Office Furniture Users Must Weigh Pros 
And Cons Of Leasing Versus Purchasiig—Ad- 
vantages and disadvantages; by Lewis W. 
Shirley, marketing training manager, GF 
Business Equipment Inc., (Quote, Feb., p. 76). 

Office Typewriters: Making the Good Better 
—Comprehensive view, single elements prom- 
ise speed and flexibility and better print qual- 
ity ; fd Rick Minicucci, assistant editor (April, 
p. 51). 

Paper Available Now, But Management Must 
Still Cut Wastage—Eliminating the unneces- 
sary; by D. F. Whitehead, president, Standard 
vel Co., Dayton, Ohio (Quote, April, p. 


Pen 'n Pencils 'n Markers 'n . . . Getting 
to the point, their uses, how and where; by 
Jessica Sinha, assistant editor (July, p. 47). 

The Intelligent COM, And Still Another 
Kettie Of Fiche—Mini and micro computers; 
by Mel Rice, contributing editor (Microfilm 
Management, Jan., p. 72). 

The Paper Processors—Stitchers, binding 
machines, staplers, and folders; how they 
speed up your paperwork (June, p. 58). 

The Uses of Microfilm—What is its ‘place’ 
and how does it stack up against competing 
systems; by Joan Zaffarano, ar editor 
(Tools of Administration, June, p. 36). 

Thinking Big About Small Computers—Nearly 
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every company can benefit from their use 
today; by Michel Feuche, consultant (Tools 
of Administration, Aug., p. 28). 


Personnel 


DP Talent May Seek Greener Pastures Once 
Recession Lifts—And more creative ones; by 
Rik Kopelan, president, Josten-Wolf Group 
(Quote, Feb., p. 76). 

Excessive Staff Cuts Unnecessary When 
Management Plans Well—Principles; by Ethan 
A. Winning, management consultant (Quote, 
Sept., p. 84). 

Measuring Them Up Against a New ‘Salary 
Test'—Take a new look, with details by Lip- 
man G. Feld, attorney-at-law (July, p. 23). 

Motivating Employees in a Down Economy— 
As the economy drags, tips for managers to 
change ‘fear’ feelings to those of enthusiasm; 
~ 4 Rick Minicucci, assistant editor (June, p. 


0). 

Office Staff Selection Should Depend On 
Skills Relevant To Duties—For starters, forget 
the straight typing test; by Elizabeth Fer- 
rarini, MSR Editext: Word Processing Inc., 
Burlington, Mass. (Quote, March, p. 94). 

Personnel Problem Clinic—Monthly Q/A col: 
umn by Paul A. King. Topics include: obliga- 
tions and reactions to racial slurs; discrimina- 
tion; salary garnishment; (Jan., p. 75). 

. . . insubordination ; agitators ; are grooming 
codes discrimination? (Feb., p. 75). 

- . . raises; medical deductions (March, p. 93). 
. .. obligations to overweight, physically 
handicapped, and employees who have worked 
overtime; (May, p 72). 

Be religious preferences, can you _ prohibit 
relatives from working in the same depart- 
ments, pension plans (June, p. 78). 

- . . cutting secretarial staff, OFCC, racial 
and sex discrimination (July, p. 66). 

. . . layoffs and older workers, thefts in com- 
pany parking lots, and chronically late em- 
ployees (Aug., p. 14). 

- pregnancy leave, what determines com- 
parable jobs (Sept., p. 76). 

... taking advantage of the recession, un- 
employment insurance (Oct., p. 76). 
- . + are alcoholics entitled to sick leave?, 


instant interviewing courses, and responsi- 
bilities to discharged employees (Nov., p. 68). 

Personnel Problem Roundtable—Seven man- 
agement professionals explore what organi- 
zations can do to deal effectively — today’s 
overriding personnel concerns (Apr p. 37). 

Personne! Problem Roundtable II: "Motivating 
the Worker—A panel of six experts discuss 
what management can reasonably expect from 
employees, and how to get it (Dec., p. 26). 

The Changing Role of the Receptionist— 
New challenges enrich the job and open up 
career opportunities; by aon Zaffarano, man- 
aging editor (Aug., p. 

Why Not Measure The _ - PE is 
good reason to check on the productivity of 
your analysts; by Stephen Maresco, work 
standards project manager, Blue Cross (Quote, 

ov., p. 76). 


Self-Management 


How You Present Your Program Affects Its 
Success—In directed conversation, you listen 
as well as talk; by Eli Polner, vice-president 
and secretary, Firstmark Corp., Buffalo N.Y. 
(Quote, March, p. 94). 

Job Contracts May Replace Firing As A 
Tool of Management—Security for the white- 
collar worker; by John J. Tarrant, business 
consultant and writer (Quote, Jan., p. 176). 

Risk Must Be Based On Frank Evaluation of 
Your Self-worth—Considerations and rules be- 
fore meeting challenges; by Richard E. Byrd, 
president, REB Associates, Minneapolis (Quote, 
March, p. 94). 

What | Learned From ‘Getting Involved'— 
What happened when an_ executive built 
‘bridges of understanding’ between himself 
and the people he supervises; by Guy Reid Jr., 
office operations supervisor, Union Carbide 
(Aug., p. 40). 


Systems Improvement 


Copying and Duplicating 
New Strategies For Copier Control—Less 


than obvious approaches help firms to cut 
cost and waste (March, p. 23). 


Mail handling systems, record 
keeping, systems improvement 


Dictation Systems: The Swing to Modularity 
—Compatibility, security, and expanded capa- 
bilities distinguish new equipment; by Rick 
Minicucci, assistant editor (Aug. p. 42). 

Keeping Track of Who's Doing What—Con- 
trol boards give managers the good and bad 
news at a glance; by Rick Minicucci, assistant 
editor (May, p. 46). 

TV For Training Need Not be a Big Pro- 
duction—And it can add new dimension to 
your current program; by Anthony Tiano, 
president,, Communications Associates, Madi- 
son, Wisc. (Nov., p. 48). 

Zeroing In on Mailroom Systems—An A/M 
survey; by Rick Minicucci, assistant editor 
(Oct., p. 21). 


Other 


Another Wall Comes Tumbling Down As IRS 
Changes Microfilm Stance—If you fit certain 
requirements ; by Joe Kish, contributing editor 
(Micrographics Management, July, p. 71). 

Business Interest Runs High—Results of re- 
cycling survey (Jan., p. 31). 

Controlling Complex Claims—Computer ex- 
acts standards in insurance operations that 
could not be applied manually (System of the 
Month, July, p. 50). 

Define User Reference Needs Before Going 
To Fiche—What they should consist of; by 
Joe Kish, contributing — (Micrographics 
Management, Sept., p. 80). 

Electronics Industry Is Finding Solutions To 
Tough Times—And, like every other industry, 
trying to avoid panic; by Don Muller, senior 
vice-president, Pertec Corp., Los Angeles 
(Quote. May, p. 80). 

How to Get Good Value Out of Your Com- 
puter—Try reexamining processing modes and 
job schedules; by C.N. Hoffman, Jr., president, 
National Bank of America, Salina, Kansas 
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COVERING WORD PROCESSING PROCEDURES, 


BEFORE YOU SPEND 
$5,000 or more on 
AUTOMATIC TYPING EQUIPMENT— 
SPEND $12.00 ON THIS BOOK 
JUST PUBLISHED! 
NEW 52-PAGE 
HANDBOOK 


Model, M8405 
Operates on 4 “C” 
cells (not included) 


BudCassettes are for use 
with any standard cassette 
recorder, dictating unit. tele- 
phone answering device or stereo system. They 
provide reliable performance at a likeable price. 
BudCassettes are available from your office 
products dealer. 

How to get your GE Recorder (normally re- 
tailing for $30.00). Send the insert cards from three 
BudCassettes and your check or 


money order for $19.95, plus $2.00 
to cover postage and handling to: 


, Bud 1931 ee Drive 


Good only in U.S.A. 
Void in states where restricted by law. 
Offer expires June 30, 1976, or when supply is exhausted. 


y sageenepeeeeill 
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(Circle No. 63 on Reader Inquiry Card) 


EQUIPMENT, DATA AND CONVERSION 


CONTENTS: . Starting Into Word Processing/Administrative Support 
¢ Conducting a Survey to Find Your Needs ¢ Making Recommenda- 
tions Based On Your Survey ¢ Setting Up Word Processing Perform- 
ance Standards © How Mechanical Text Editing Machines Edit ¢ Time 
Shared Word Processing: How It Works e Central Dictation Systems 
Speed Wordflow * Developing an Administrative Support Center 


WORD PROCESSING REPORT 
51 Madison Avenue, New York, N.Y. 10010 
A Geyer-McAllister Publication 
Send copy(ies) of your new Handbook of Word Processing at 
$12.00 per copy. My payment is enclosed. | understand that | may 
return it within 10 days of my receipt for a full refund if not en- 


tirely satisfied. (New York City add 8% tax. New York State add 
4%) 


Name Title or Dept. 


Company 


Address 


City, State, Zip 
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(Nov., p. 32). 

Mini Cuts Administrative Service Cost—lIt 
produces International Nickel’s internal di- 
rectories, manages periodical circulation, and, 
reviews phone bills, too (System of the Month; 
June, p. 62). 

Processor Speeds Microfilm Service At Large 
Volume Research Department—Microfiche en- 
ables the storage of up to 20,000 documents 
in the space normally required for a one-inch 
ring binder (Systems in Action, Oct., p. 42). 

Project Recycle Brings In Cash For Waste— 
Recycling office waste paper at Western Elec- 
nage" saves money and the environment (Jan., 


30). 
“a Is Creating New Trends In Type 
—More fits into less. by Herb Lubalin, de- 
signer of Avante Garde typeface (Quote, Feb., 


p. 76). 

Tell Me When Microfilm's Ever Become A 
Household Word—Along with fiche; by Mel 
Rice, contributing editor (Microfilm Manage- 
ment, March, p. 90). 

The Paper Pushers—New collators and 
sorters pace document systems; ar Jessica 
Sinha, assistant editor (May, p. 32). 

$2-Million And Booming, CU Still Fits Into 
704-Square Foot Area—Microfilm 
shrinks growing space needs (April, p. 64). 

Videodisks Create New Range Of Communi- 
cation—by John W. Findlater, tga MCA 
Disco-vision (Quote, Nov. a. 

What It Takes to oe Oh COM 
recorders, processors, duplicators, and other 
components, must work together as a system; 
by _ Zaffarano, managing editor (March, 
Pp. 

What Kind Of Legibility Is Acceptable For 
Source Document Microfilm?—General rules; 
by Joe Kish, —— ane (Micrographics 
Management, Nov., p. 

When Microfilm we 4 The 'Dry Look’'— 
Future predictions; by Mel Rice, pit Pe Naa 
editor (Microfilm Management, May, p. 76). 


Telecommunications 


Data Termina!s Take on More of the Action 
—By performing tasks done previously by 
other units; ba Joan Zaffarano, managing 
editor (Oct., 37). 

High-Speed Data Via WATS—How Gulf Oil’s 
network costs go down as management chances 
to stations which operate over voice-grade 
lines (Feb., p. 56). 

Reading Between the Lines of A Phone 
System Proposal—Management must do its 
homework before accepting any marketing 
proposal ; by Frank K. Griesinger, contributing 
editor (March, p. 30). 

Softening the Blow of the Big Phone Rate 
Hike—Under new tariffs, Ma Bell’s offerings 
take on a different complexion; by Frank K. 
Griesinger, contributing editor (July, p. 20). 

Shortening Those Long Distance Cal's—AIOD 
hardware is being used to help companies 
tighten control of phone use; by Frank K. 
Griesinger, contributing editor (Sept., p. 54). 

The New Telephones . . . And All Their 
Smart Switchboards—You can depend on them 
to make the right money-saving decisions ; by 
Joan Zaffarano, managing editor (Tools of 
Administration, Nov., p. i% 

The Politics of Telephone Intercoinect— 

Federal officials appear committed to support 
freer petition in tel nications, and 
this could greatly affect the rates you pay; 
ns “oy a Griesinger, contributing editor 
(Jan., 34). 
WATS” Is Key To DATA Service—Facts sre 
at fingertips; by Lowell M. Mason, assistant 
vice-president, Lutheran Brotherhood and 
Health Insurance, Minneapolis (System of the 
Month, Aug., p. 62). 


Reprints Available 


ARTICLES from back issues of A/M 
are available in reprint or photocopy 
form depending on availability. 
Articles appearing on one or two 
published pages—$1.25. Articles ap- 
pearing on three or four published 
pages—$2. Additional published 
pages—25 cents each. For orders and 
quantity prices, contact Reprint De- 
partment, Administrative Manage- 
ment, 51 Madison Ave., New York 
10010—(212) 689-4411. 


DECEMBER 1975 


Word Processing 


Administrative Support Services Take To 
The Road For The User—WP and convenience 
should be synonymous, not only in the office ; 
by Charles Cumpston, oe processing editor 
(Word Processing, Aug., 68). 

Army Targets On we Cost Effectiveness— 
And issues a militarily precise guide to fac- 
tors and options that many firms could adapt 
for themselves, (May, p. 42). 
gers Speed Dictation Three 
wn aitaen equipment; assets outweigh 
liabilities; by Charles Cumpston, word proc- 
essing editor (Word Processing, June, p. 80). 

Do-It-Yourself 7 uipment Evaluations Must 
Be Well Planned First—by Charles Cumpston, 
oe ag 1: iam editor (Word Processing, 

e 72). 

Don’ Go Overboard With WP Extras; Make 
Sure All Options Are Justified—Don’t be cheap 
doesn’t mean go all out; by Charles Cumpston, 


word processing editor, (Word Processing, 
April, p. 88). 

Solving The Problems Of A WP Environment 
—Furnishings manufacturers help to modify 
the noise and change intrinsic to word proc- 
essing systems (March, p. 61). 

The Emerging WP Supervisor Can Contribute 
Substantially To Management's Overall Goals 
—If the right qualifications are evident; by 
Charles Cumpston, word *aguaaied editor 
(Word Processing, Oct., p. . 

WP's Crucial Pre-Launch ere to 

handle it; by Edward R. Smith, consultant 
hah, p. 63). 
Processing Systems—Firm-wide co- 
PR. Sh leads to savings, and high morale; 
by Bette Primrose, WP coordinator; and Sup- 
plies (Nov., p. 22). 

WP Supervisors Are Misunderstood by Upper- 
level Management—A survey reveals a common 
communication problem; by Charles Cump- 
ston, word processing editor, (Word Proces- 
sing, Dec., p. 73). 


BORN TO WIN. 


Just fill in the coupon below. 


General Books Division 


Reading, Massachusetts 01867 
Please send me copylies) of: 


Name 


the critical dictator. 


Meet the Critical Dictator. Maybe you know one already. He’s soon to be 
transformed into an OK Boss by Dr. Muriel James, co-author of bestseller 


THE OK BOSS is a new book designed to help everyone discover and 
improve their bossing style through the techniques of Transactional Analysis. 
In the process readers learn how to detect the games that bosses and co- 
workers play, to understand the importance of giving and getting positive 
recognition, and to enjoy life more both on the job and off. 

If this book can turn a Critical Dictator into an OK Boss, imagine what it can 
do for you. Pick up a copy and find out today. 


$6.95, hardbound. At your local book store, or direct from the publisher. 


vv 
ADDISON-WESLEY PUBLISHING COMPANY 
Reading, Massachusetts 01867 
eSATA HH SK Be Lae Ree!’ 


SEND FOR YOUR COPY TODAY 


ADDISON-WESLEY PUBLISHING COMPANY 


THE OK BOSS by Muriel James, $6.95, hardbound. Code 3272. 


Address 


City. State 
Enclosed is a 0 check or 0) money order 
in the amount of 


: ee 


Addison-Wesley will pay postage and handling costs. 
(Residents of N.Y., Mass., N.C., Ga., La., Ind., and Calif. add applicable sales tax.) 
eT TT TTT 


(Circle No. 25 on Reader Inquiry Card) 


71 


ee 
Ye / * rae) Se y de 
— _ 
; es 
& 
(4 
a T¥ : 
io ome a: 
, potpst 
\ , of em oe 
7 es , . 8 ee 
a 2 oe 
; re _—_—._ a ~ Ehren 
PS 
| ee 
BD 
a 
- poss H 
es 
; es 
u } THE OK s 
| a : & ie H 
| C—O iy f 
EEE i & x 
5 | ee Sete ea ee. ea ee > a dt s , 
a a iS : FI : 
| - ahi € 
& kare g . 
® 4 
* a 
as a 
ee 
es ' | 


